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Reviewing a Thesis in Digital
Commons@Pitt State

Create a Digital Commons Account
• Select “My Account”
•
•

This will take you to a login page
Select “Sign-up” if you do not already have an account

Creating an Account
• Use an email you will want to receive
future emails about your work

• First & Last Name
• Institution: Pittsburg State University
• Create a Password

New Account Confirmation

• You will receive an email confirming your account
• Go to your email and click on the link it will take you back to the log in page
• Log into your account

View Your Dashboard

Your dashboard is where you
control your account and access
items related to you in the
repository.
Under “Electronic Thesis
Collection” click “Manage Thesis”

Accessing Student Thesis
All the theses you are serving on a
committee for will show up on this
screen. The will appear by the date
submitted. So the most recent will
be at the top.
This screen also indicates if it is a
“Initial submission” or a “Revision
uploaded”
To review a thesis, simply click on
the “Title”

Manage Thesis Screen
• View Metadata uploaded by student
• Revise Thesis
• View Revisions
• View Supplemental Content
• Register Decision
• Withdraw Thesis

Accessing Student’s Thesis

To view the file and any revisions or
comments, click on the “View revisions” link
on the left menu.

View Revisions Screen
• If the student loads a
Word document then
that file will be available
for download.
• This screen allows you
to see all revisions and
comments made by the
student, Graduate
office, or committee
members.

Supplemental Files

Supplemental files are additional files related to the thesis, such as
copyrights statement, recital pieces, or other files.
To upload a file simply click “Upload a new file” and be sure to uncheck the
“Show” box, so when the thesis is made available only the actual thesis
and/or content the student wants available to the public.

Register a Decision

Each reviewer will need to “Register a
decision”. Best practices is to select “Major
revisions required for acceptance” so the
students will see the reviews submitted by
faculty.

Final Approval
• Every committee member goes into the system and approves the thesis
• Office of Graduate and Continuing Studies forwards a list of all Theses that
have been approved by all committee members to the library where it will
be posted to the repository

Advantages to the Process

• List all the committees faculty have served for Tenure & Promotion portfolio
• Thesis remarks and revisions are transparent to everyone

Electronic Thesis Workflow
Log into GUS: Input Committee Members
Submit: Proposal
Create account in Digital Commons
Input metadata & Upload thesis for Format
Check

Accepted

Additional Edits Required

Email from Digital Commons
stating that thesis has been
accepted for Format Check

Email from Graduate Office stating that
thesis needs additional edits for Format
Check

Thesis sent to committee
members to verify

Complete edits needed for Format Check

Email from Digital Commons stating that
thesis has been verified by committee
members and posted in the library
repository

Submit revision to Digital Commons

If you have any questions, please contact:
Logan Thompson
Digital Resources & Initiatives Manager
lfthompson@pittstate.edu
(620) 235-4889

